
User Orientation



• Making a New Reservation 

• Canceling a Reservation

• Picking Up Your Vehicle

• Returning Your Vehicle

• Adding Comments to Your Reservation

• Please Be a Courteous Driver
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https://fleet.invers.com/wsm/

If you don’t already have login information, contact 

your agency transportation officer.
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https://fleet.invers.com/wsm/


Making a New Reservation

Click on the “New Reservation” icon.
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Making a New Reservation

Required reservation data
• Category of vehicle you wish to reserve

• City and location where you are picking up the vehicle

• Start and end dates

• Click the “Reserve” button5



Making a New Reservation

Selecting Start Date & Time:

• Once you select the date, the hour box will appear. (figure 1)

• Select your hour and the minute box will appear. (figure 2)

• Select your minute pickup time. (figure 3)

• You must select an option on each screen

Figure 1
Figure 2

Figure 3
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Making a New Reservation

Selecting End Date & Time:

• Once you select the date, the hour box will appear. (Figure 1)

• Select your hour and the minute box will appear. (Figure 2)

• Select your minute pickup time. (Figure 3)

• You must select an option on each screen

• Click on Reserve box

Figure 1
Figure 2

Figure 3
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Making a New Reservation

Required information to confirm your reservation:

• Destination

• Master Index (billing code, dept., or N/A)

• Will you be crossing a toll bridge? Yes or No

• Number of occupants

• Check box confirming you have a valid driver’s license

• Click “Confirm Reservation” button
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Making a New Reservation

You will need the “KeyManager Access Code”

to pick up the keys to your vehicle.9



Canceling a Reservation

• Click on the Reservation drop down menu

• Choose “My Reservations”
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Canceling a Reservation

Under “Current Reservations”, select the reservation you would like to cancel.
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Canceling a Reservation

Verify this is the reservation you would like to cancel and

click “Cancel Reservation” at the top of the screen.
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Canceling a Reservation

Select “Cancel Reservation” located in the bottom right corner of the screen.
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Canceling a Reservation

Success!

Your Reservation has been canceled.
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Picking Up Your Vehicle 

Use the keypad to enter 

your “KeyManager

Access Code”.
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Picking Up Your Vehicle 

Follow the instructions 

listed on the screen:
 Open the key box door

 Remove the key with the 

GREEN flashing light 

above

 Once you have removed 

the correct key, close the 

box door.
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Returning Your Vehicle

 Place the vehicle key 

fob up to the screen.

 Once the system 

reads the key fob, the 

screen will display 

the correct door to 

open.
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Returning Your Vehicle

 Open the door 

as instructed on 

the screen.

 Insert the key fob 

into any 

available space.

 You must insert 

the blue key fob 

into the open slot 

to end your 

reservation.
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Returning Your Vehicle

DO NOT:
 Place the keys you are returning the in the Fleet 

Operations Key Drop

 Place the key in the bottom of the INVERS Box

IMPORTANT: Your reservation will not end until 

the key fob is inserted into an empty key slot.
19



In the event you would like to notify Fleet Operations of 

anything not urgent or outside of business hours, you have 

the option to add comments to your reservation.

Adding Comments to Your Reservation
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First, under My Reservation click on the reservation for which you need to submit a 

comment.

When on the reservation screen, click the “Enter Note” button on the top.



Adding Comments to Your Reservation
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Enter your note in the pop-up 

and click on “send message.”

Your note has been sent!



• Contact Fleet Operations via phone at 360-664-9207, email at 

mpdispatch@des.wa.gov, or through the INVERS system if 

you need assistance.

• Accidents happen! Please contact Fleet Operations at 360-

664-9207 as soon as possible in the event of any spills, etc., 

in the vehicle so we can clean it as soon as possible.

• Return your vehicle with at least ¾ tank of fuel as a courtesy 

to the next driver.

• Plug in your electric vehicle and activate the charging station 

when you return.

• Check the trunk and vehicle for personal belongings before 

returning the keys.

• Take your refuse from the vehicle.

Be a Courteous Driver
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